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COMMANDANT INSTRUCTION 16630.1 

Subj: VESSEL TRAFFIC SERVICE INCIDENT AND MONTHLY ACTMTIES REPORTS 

Ref: (a) Marine Safety Manual (COMDTINST Ml 6000.1) 

1. 

2. 

3. 

4. 

PURPOSE. This Instruction provides guidance for the collection, documentation, and 
dissemination of information as required by reference (a). This instruction changes the 
reporting frequency of the unit’s activities report from quarterly to monthly and initiates a 
requirement to submit an Incident Report (IR) when necessary. 

ACTION. Area and District Commanders, Commanders of Maintenance and Logistics 
Commands, Commanding Officers of Headquarters Units, Assistant Commandants for 
Directorates, Chief Counsel, and Special Staff Offices at Headquarters shall ensure 
compliance with the provisions of this Instruction. 

DIRECTIVES AFFECTED. COMDTINST M16000.1, Vol. VI, Chapter 4, Section 4.G.7, is 
hereby deleted. 

DISCUSSION. The requirement to collect data to support the VTS program in planning and 
budgetary decisions still exists. However, the amount of information and the frequency at 
which it needs to be reported have changed. Therefore, the requirements stated in Vol. IV of 
reference (a) have been reviewed and amended to reflect current needs. The expanding 
capability to send and receive data electronically permits users access to current data as 
frequently as necessary. Units with Internet capability should forward these reports 
electronically to the Program Manager. Units which do not have Internet capability shall 
continue to forward reports by mail. The following are a summary of changes to the 
reporting requirements and new format: 
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a. The Activities Report in Enclosure (1) has been revised to better reflect the information 
required by the Program Manager to support the VTS Program. In revising the content of 
the Monthly Activities Report (MAR), only statistical data which directly affects the flow 
of marine traffic through the VTS area and the number of IRS are required. This report 
shall now be submitted monthly and will be referred to as the MAR. 

b. In lieu of reporting incident information as part of the activities report, as is the current 
practice, VTS’s will submit Incident Reports (IR) and follow processing procedures as 
outlined in Enclosure (2), whenever an incident occurs. The IR format is shown in 
Enclosure (3), along with instructions for entering inforrnation in each field. 

c. VTS Commanding Officers are urged to develop local guidelines for determining what 
should be reported as an incident. It is suggested that incidents that do not require 
significant involvement by VTS personnel (i.e. 30 minutes or more) should be counted 
and recorded on the MAR, but do not require formal submission of an IR. 

5. PROCEDURES. 

a. To submit an IR or MAR by electronic means via the Internet (Note: Sending the IR or 
MAR reports to the Program Manager will automatically forward a copy to the unit’s 
district (m) representative) adhere to the following procedures: 

(1) Log on and access the Internet 

(2) Go to the G-MOV home page (keywords: “VI’S” or “PAWSS”). The current address 
for the MOV home page is: http://www.uscg.miUhq/g-m/mov/movhm.htm 

(a) To access the IR format: on the address line, replace “movhm.htm” with 
“pages/reports/ir.htm” Click on the appropriate IR. Enter data as necessary 
following the procedures in Enclosure (3). 

(b) To access the MAR format: on the address line, replace “‘movhrnhtm” with 
“‘pages/reports/mar.htm” Enter data as necessary following the procedures in 
Enclosure (1). 

(3) In most cases a report must be reviewed and approved by the CO, X0 or OPS before 
being submitted to HQ. To save the initial report, while awaiting approval, enter your 
unit’s E-Mail address at the top of the form, and press the “E-Mail this report” button at 
the bottom of the form. The information which was entered on the MAR or IR form will 
be sent to and saved in E-Mail. Once the report has been approved, simply forward the 
E-Mail to ‘AKonsen@comdt.uscg.mil’. 
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b. Units without Internet access shall send MARS and IRs by mail to the Program Manager 
via their respective district using the format and instructions contained in the enclosures. 
It is recommended that units reproduce the examples in the enclosures for ease in 
formatting. 1, A 

Encl: (1) 
(2) 

m* &m-e ,?&-&no~~?“’ a -v 
Monthly Activity Report w/ exam&e 

&&&.& A ;.3$3:;;:-2 

Incident Report w/ example 
Incident Report Format and Procedure (3) 
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MONTHLY ACTIVITY REPORT (MAR) 

Each VTS is required to gather standardized statistical information for program 
documentation, planning, and analysis. This report consists of a single page of 
statistics and space for a short narrative. See page 3 of this enclosure for format 
example. When counting total vessel transits in the first section, add all transits 
listed under each vessel 

a. Transit Statistics - These include intra and inter port transits. The numbers 
recorded here represent movements of all participating vessels. To determine 
the type of a specific vessel, use the vessel type hierarchy below: 

(1) Tanker - Self-propelled vessels carrying flammable or hazardous materials 
in bulk as cargo or residual. This number reflects ALL vessels in this type 
including those recorded in the Special Handling Transit category. 

(2) Freighter - Bulk dry cargo, container, break bulk carriers, roll-on/roll-off 
(RORO), Lighter Aboard Ships (LASH), etc. This number reflects ALL 
vessels in this type including those recorded in the Special Handling 
Transit category. 

(4) Tug/tow - Vessels designed for towing with one or more barges or 
vessels in tow. This number reflects ALL vessels in this type including 
those recorded in the Special Handling Transit category. 

(5) Ferry/passenger - Ferry movements may be calculated (based on 
published scheduled movements) or counted (actually observed). 
Passenger liners or cruise ships are also counted in this category. 

(6) Other - Includes vessels not represented above, such as recreational 
vessels, fishing vessels, local police or fire boats, etc. 

(7) Total - This reflects the total number of transits that occurred in your port 
during the month. 
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b. Special Handling Transits - This section is a record of the number of transits 
that required special handling by the VTS. These may include vessels 
carrying certain dangerous cargo (as listed in 33CFR 160.203) which may or 
may not require safety zones, other transits of a non-routine nature or handled 
differently by the VTS such as deep draft transits, vessels with hazardous 
operating conditions (33CFR 161.2), vessels subject to COTP orders, etc. Do 
not add this number to the total in the previous section. 

c. Hours of Prevention Through People (PTP) outreach - The hours expended to 
support learning activities with the VTS user community with regard to VTS 
operations and interaction with the mariner. May include industry day visits, 
the shipride program, facility visits and speaking engagements with marinas. 
Attendance at Harbor Safety Committees and similar interactions, pilot on 
watch programs, training for pilot license candidates, etc. 

d. Cooperation with other agencies - VTSs historically spend a good deal of time 
gathering information for other agencies. In this section list the total number 
of hours spent providing assistance to another agency, and indicate the name 
of the agency. If the assistance is expected to continue into the next reporting 
period indicate this with a check in the appropriate box. 1 

e. Number of Incidents - This is the number of incidents in each category that 
occurred during the month. 

2. Commanding Officer’s Narrative - This may contain any input the CO deems 
necessary to amplify information provided above or to explain any special VTS 
activities that have occurred which may have affected the statistics. 
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v-r!5 ‘- 3 Monthly Activity Report 

q Final report (approved by CO) 

93ptmnal: use this neka tor S narrative (255-3 
characters or less) 

characters or less): 

Your name : 

E-mail : 
,~.‘--.j ! 

Password : : 
/----i 

Transit statistics Custom stetistics Cooperation with other agencies 

Ferry/Passenger: 

Collisions: 
L-J 

Anchorage: 

Groundings: j Pollution: 
&zz--.---.--’ 

Allisions: / 1 Vessel 
Casualties: 

L--.---L 

Number of Incidents 

MLE: ; 
-I 

Near r-------1 

A_--. Misses: /-_. -I 
SAR 

VTS/COTP : 
Interventions: i 1 

I--- 1 Waterway 
-- 

Restrictions: r ] 

I E-mail this report ‘1 i Erase and start over -1 

_ --- ._.. .- --- - ..-.. 
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INCIDENT REPORT. Incident Reports (IR) are written by VI’S watchstanders to 
describe a notable event that occurred during the watch. The primary purpose of the 
IR is to inform the command of the facts surrounding the incident. 

Any event or occurrence within the VTS area that is considered notable by the VTS 
Watch Supervisor may be reported as an incident. Experience indicates however, that 
there are 11 general categories of incidents that VTSs commonly document. These 
include: G-roundings, Collisions, Allisions, Law Enforcement, Pollution, Search and 
Rescue (SAR), Vessel Casualty, Anchorage Administration, VTSKOTP Intervention, 
Waterway Restrictions, and a Near Miss. Of course, there are always situations 
which arise that do not fit into any of the above mentioned categories. To permit 
documentation of these incidents, an “Other” category is included. 

1. Incident Report Guidelines. 

a. Incident Reports are written to capture details and serve to inform the VTS 
command of how such events developed. These reports are sometimes 
forwarded outside the VI’S for information. Incident Reports shall contain 
only the facts surrounding the incident. Personal comments and opinions shall 
not be part of an Incident Report. 

b. All Incident Reports and attachments should be marked as “Original” or 
‘Copy”. 

c. Incident reports are usually routed through the chain-of-command (TC, OPS, 
X0) prior to Commanding Officer review and action 

d. Whenever an IR is written an internal review process must be initiated. The 
internal review process usually begins with the Executive Officer, Operations 
Officer and Training Coordinator and is then passed to the Commanding 
Officer for action. The Commanding Officer may determine that no further 
action is required by the VTS, pass it on to another command (i.e., MSO), 
and/or refer it to the VTS’s internal Incident Review Board (IRB) for review. 

2. Incident Report Format. 

a. Information contained in the report is limited to; report number, type of 
incident, date/time of incident, position, name of waterway, environmental 
conditions, resource hours, vessel(s) involved, a factual narrative of the 
incident, attachments or amplifying info, and Commanding Officer’s actions. 
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b. VTSs shall use the IR format depicted :B‘! Enclosure (3) when completing an 
IR. A complete description of each information field is included. 

3. Incident Review Board. 

a. An Incident Review Board (IRB) is made up of selected unit personnel for the 
purpose of conducting an internal reviewing of the IR and making 
recommendations to the CO. The Commanding Officer may decide to 
convene the IRB for a variety of reasons, however, the IRB is usually 
concerned with determining whether a change to operational procedures is 
warranted, or if the unit training program needs to be amended. 

b. If convened, the IRB should: 

(1) Check to ensure established procedures were followed by VTS 
watchstanders; 

(2) When warranted, submit recommendations to the Commanding Officer 
for changes to unit training and/or operations manuals; 

(3) When appropriate, recommend forwarding the IR to another office for 
action; or 

(4) Recommend no action. 

c. It is not the IRB’s purpose to determine culpability. 

d. The Commanding Officer may accept or reject the recommendation of the 
IRB. 

4. IR Files. 

a. A separate file should be kept for each IR written. Actual documents or a 
tickler sheet indicating where a particular document is located should be 
included. While no special security markings are required, all IR files should 
be safeguarded IAW CG security practices and policies. 



b. 

C. 
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Files that consolidate the various documents associated with incidents will be 
preserved at the VI’S for one year. At the end of that time, IR files may be 
destroyed. VTSs may retain any incident files judged to be useful as training 
material. 

Information helpful in the reconstruction of events leading up to particular 
incidents must also be kept for one year unless the material is part of an 
official investigation. Material subject to an investigation may only be 
disposed of with the approval of the cognizant legal officer. However, units 
may retain IR related information longer than required for training purposes’. 

5. IRB Files. 

a. Each time the IRB is directed by the Commanding Officer to review an IR, a 
separate file shall be opened. IRB files shall be kept for a period of one year 
from the date the incident was closed. After one year the documents may be 
destroyed. Each document in the IRB file shall be annotated with the 
following: 

“This memorandum contains opinions, advice, deliberations, an&or 
recommendations that are not of of$cial nature and are intra-unit 
correspondence for VTS . This information may 
therefore be exemptj?om disclosure under the Freedom of Information Act, 5 
USC 5.52. Disclosure of this document or the information in this document will 
only be made with the concurrence of the Commanding Officer.” 

6. Forwarding IRS. 

A copy of each IR that is written at a VTS shall be forwarded to the Program 
Manager. This may be done by mail or electronically. 
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VI’S INCIDENT REPORT FIELD IDENTIFIERS. 

1. INCIDENT REPORT NUMBER - The Report # is a number assigned by VTS for 
the purpose of tracking total number of incidents for monthly, quarterly, or annual 
statistics. The number also provides a reference for VTS to use in filing the report 
once it is opened or closed. The report # shall be the unit designator, the next number 
in chronological order followed by a dash (-), and last two digits of the calendar year. 
An entry in this field is mandatory. Unit designators are as follows: 

a. Prince William Sound (PW), 

b. Puget Sound (PS), 

c. San Francisco (SF), 

d. Houston/Galveston (FIG), 

e. Los Angeles/Long Beach (LA), 

f. St. Marys River (SM), 

g. New York (NY), 

h. Berwick Bay (BB), 

i. Louisville (LV). 

EXAMPLE: INCIDENT REPORT NUMBER . . . . . . . . . . . . . . . . . . . . . . . . . . . . . SFOOl-95 

2. TYPE OF INCIDENT - There are typically 11 types of incidents. An “Other” 
incident type is included to report incidents that do not fit in the listed categories. 
To conserve space and to support system queries, a three letter incident type code 
has been developed and is shown below. Multiple incident types may be inserted 
in this field. An entry in this field is mandatory. 
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a. Grounding - used to report a grounding . . . . . . . GRD 

b. Collision - used to report a collision.......COL 

c. Allision - used to report the striking of a fixed object, such as a pier, lighted 
aid bridge, etc., by a vessel . . . . . . . . ALL 

d. Law Enforcement (includes apparent violations) - used to report apparent 
violations of federal law or regulations, COTP orders detected by VTS and 
assistance provided to LE agencies by VTS........MLE 

e. Pollution - used to report pollution incidents in which the VTS plays a 
detection and/or notification role or in which the VTS provides some form of 
response assistance . . . . . . . POL 

f. Search and Rescue - used to report VTS involvement in SAR cases.......SAR 

g. Vessel Casualties - used to report casualties to vessels such as steering or 
propulsion casualties which restrict or eliminate their ability to maneuver. 
This category includes loss of tow, barge breakaway from a fleeting area, 
etc . . . . . . . . . . LOC 

_- 

h. Anchorage Administration - used to report incidents involving a vessel(s) or 
barge(s).in an anchorage, such a dragging . . . . . . . .ANC 

i. VTSKOTP Intervention - used to report non-routine situations in which the 
VTS calls attention to a particular circumstance, hazard or conflict which 
requires action by the vessel; or in which the VTSCOTP issues a 
direction.. . .INT 

j. Waterway Restriction or Hazard - used to report the restriction of, or a hazard 
within a waterway in or near the VTS AOR which impacts the flow of marine 
traffic. This category includes closure of a waterway or traffic delays due to 
bridge restrictions, lock closures, situations involving ATON, etc.........WWR 

k. Near Miss - used to report an incident in which a pilot, master, or other person 
in charge of navigating a vessel, successfully takes action of a non-routine 
nature to avoid a collision with another vessel buoy or structure, or grounding 
of the vessel, which could result in a threat to safety or the environment or in 
damage to property. (NOTE: It is highly likely that some Near Miss incidents 
may be the result of a VTS Value Added Service).........NMS 
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EXAMPLE: EAST RIVER 
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1. Other - used to report incidents which have aspects not covered by one of the 
categories listed above. A brief explanation of the OTH category 
determination should be included in the narrative section..........OTH 

EXAMPLE: TYPE OF INCIDENT. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . COL/OTH 

Narrative: Collision appears to have been aided by a communications 
hoax on channel 13 which caused confusion concerning passing 
arrangements. 

3. DATE-TIME-GROUP (DTG) OF INCIDENT - The DTG of the incident shall be 
entered by day of month, time (including zone), month, and year. All times used 
in this field shall be entered using the local 24 hour clock. An entry in this field is 
mandatory. 

EXAMPLE: DATE-TIME-GROUP OF INCIDENT: 241235T MAY 94 

4. PROPER WATERWAY NAME- The charted name of the waterway where the 
incident occurred shall be entered into this field. If the incident involved more 
than one waterway, then only the area where the incident initially occurred shall 
be used. An entry in this field is mandatory. 

5. POSITION - This field requires an exact position of the incident within the 
waterway described above. The position can be described in latitude/longitude or 
bearing and range from a f=ed charted object. When using geographical points, 
the name must appear on this report as it is written on a navigation chart or port 
directory. Nicknames or abbreviations shall not be used in this field. If a hand 
drawing or navigation chart is used to pinpoint the location, so indicate as an 
attachment to the incident report. An entry in this field is mandatory. 

EXAMPLE: BEARING 340 DEGREES TRUE, 450 YARDS FROM THE 
CENTER OF THE OZOL DOCK (SEE ATTACHMENT 1) 

7. ENVIRONMENTAL CONDITIONS - The environmental conditions present 
during the time of the incident may be entered in these fields (if known). 
Provisions are made to permit the entry of two reports taken from separate 
sources. All entries in this field are optional. This field is broken down as 
follows: 
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a. Reported by - This field is used to record who reported the environmental 
conditions. 

EXAMPLE: REPORTED BY - TUG NEVERSINK - CARQUINEZ STRAIT 

b. Time- This field is used to record the time that the environmental conditions 
were reported. 

EXAMPLE: TIME - OlOOT 

c. Type- Overcast, Clear, Fog, Rain, Sleet, Snow, Earthquake, Severe Weather 
(i.e. Tornado, Hurricane, Waterspout, Thunderstorm). 

EXAMPLE: FOG/RAIN 

d. Visibility- Reported in nautical miles or yards. 

EXAMPLE: 500 Yards 

e. Wind Direction/Speed- Reported Wind Direction and Speed. The entry is shall 
indicate the direction (bearing) from which the wind is blowing. 

EXAMPLE: 25OT/3Kts 

f. Sea Direction/Height- This field is used to record the reported direction and 
height of the seas. 

EXAMPLE: 250T/5Ft 

g. Swell Direction/Height- This field is used to record the reported direction and 
height of swells. 

EXAMPLE: 320T/3Ft 

h. Traffic Lanes/Channel Conditions-This field is used to record traffic lane or 
channel conditions at the time of the incident. 

EXAMPLE: Ice reported in outbound traffic lane. 

4 
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i. RiverstageWaterflow: This field is used to record the riverstage or waterflow 
at the time of an incident. 

EXAMPLE: Gauge @ 3.4 ft. 

j. Current: This field is used to record the current at the time of the incident. 
This may be an estimate of observed on-scene current or instrument 
calculated. 

EXAMPLE: 27OT/2-3 Kts 

8. VESSELS INVOLVED: - This field is used to record the name(s), type, 
draft/length/width, flag, and any other identification information (call signs, pilot 
designators, etc.) about the vessel(s) involved in the incident. Type of vessel(s) 
should be indicated by the two letter designators shown below. The full name of 
the vessel(s) involved shall be indicated in this report and should not be 
abbreviated. The draft/length/width of the vessel should be in feet and inches. If 
no vessel(s) were involved in the incident insert “NONE” in this field. An entry 
in this field is mandatory. 

BA BARGE 
BU BULK CARRIER 
CC CONTAINER SHIP 
DR DREDGE 
FS FISHING 
FY FERRY 
GC GENERAL CARGO 
NONE 

MI NAVAL/GOVERNMENT 
PS PASSENGER SHIP 
TA TANKER 
TG TUG 
TT TUG/TOW 
UN UNKNOWNTYPE 
PC PLEASURE CRAFT 

EXAMPLE: 

NAME TYPE DRAFT/LGTHWTD TH FLAG OTHER 
USS NEVERSAIL MI 22FT 11 IN/-/- US UNIT22 
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9. RESOURCE HOURS EXPENDED: This field is used to record the number of 
resource hours expended on the incident by the VTS. For computation of 
resource hours refer to the example below. An entry in this field is mandatory. In 
addition to counting time for actual prosecution of an incident, also include time 
that individuals spent monitoring the incident or researching facts surrounding the 
incident. When counting the time an individual spent monitoring the incident, 
limit it to the time actually dedicated to monitoring. 

EXAMPLE: OPER .5 
OPER .5 
SUP 1.5 

10. AMPLIFYING INFOFMATION - This field is used to list all amplifying 
information compiled with this report. This amplifying information may include, 
hand drawn charts, Vessel Data Cards, computer display information, video 
tapes, audio tapes, etc. All amplifying information shall be listed. If there is no 
additional information place “none” in this field. Amplifying information should 
be marked as “original” or “copy.” An entry in this field is mandatory. 
Amplifying information need not be forwarded to HQ. 

EXAMPLE: AMPLIFYING INFORMATION: 
NAV CHART 18653 
VIDEO 

11. NARRATIVE (FACTS) - The narrative is used to describe, in chronological 
order, the events leading up to, during, and, in some cases, after an incident has 
been observed or monitored by VTS. This includes actions taken by; the 
vessel(s) involved, VTS, COTP/MSO, and other agencies as they apply to the 
incident (only the facts shall be recorded in this field). Radio transmissions 
heard by VTS watchstanders can be summarized in this field. A transcript can be 
compiled later if needed. An entry in this field is mandatory. Following 
completion of the narrative, the Watch Supervisor must sign and forward the 
report via the chain of command to the Commanding Officer. 

12. COMMANDING OFFICER ACTIONS - The Commanding Officer shall 
indicate the disposition and any follow-up action taken as a result of this report. 
The date the report is forwarded to the IRB shall be indicated. An entry in this 
field is mandatory. 

EXAMPLE: Forwarded to IRB on this date:-- 25 MAY 94. 
6 
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Once an incident report has been submitted to the command, the incident is 
considered open. Incidents remain open until closed by the Conmxxnding 
Officer. Incident Reports that are not forwarded to any other agency or office 
may be closed immediately (at the discretion of the Commanding Officer). The 
Commanding officer may keep an IR open while another office or agency is 
taking further action, but may close it if no further action by the VT’S is 
anticipated. Once the Incident Report is closed, the date of closure should be 
entered and the IR and associated attachments can then be filed appropriately. 
An entry in this field is mandatory. 

EXAMPLE: Incident closed by CDR A. B. Sea l/22/98 

7 
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VTS. Incident Report 

gFinal report (approved by CO) 

---- 
-~ . - . . ----_-..-- _...-.. -‘_-.-. 

Your name: \ 
L,----.. --j Reporte / , --I Incident TYPe: L..,- ._.._ -L.~,~, 77 --7 

:-...-_- _--_- .._.... __ 

Background Information 
---___ 

Report first I 
received from: 1 1 .__. - __._._-. -- 

sea dir ‘IT--j I i__,-----‘--I . height (it): _..--...-. 

I___ _ ,_ - - - . I  

- - .  
Etii~e(rs or IeE) : 

_--_..-. _-. . .  .___.. _ 

traffic lane I channel: I i..-..-..--- __... --- J 

Vessels Involved 
Vessel #I Vessel #2 _------.-- Vessel #3 

8 
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Amplifying info forwarded to COMDT (describe each item) 

1.‘ 
- __.. ---_.-. 

1 Forwarded via : c}Message - ‘-1 . . . . c:jE-mail (,JFax CA,,Phone c’:jMaii 

2.1 1-.--.-~-~ .- I Forwarded via : CTMessage (r)E-mail (IFax (I?Phone C)Mail .-* .b_. 

3. / 1 Forwarded via : (1Message _,, r\E-mail C:)Fax ()Phone jr)Mail _ ,_ 

------ 
4. i 

i.- 1 Forwarded via : (IMessage (“)E-mail (17:lFex (-)Phone <‘lMail ._._ .,. .d’ 

Commanding Officer’s Actions 

?2Forwarded to IRB on this date zr-7 

I----- 
-___- 

1 
s--- 

L--__ .--. .-_-- 
Forwarded to : tncident closed by : 

- .._. ----.- ..---.-- L--- ..- ._.. - ._..._ --- _....._ i 

! 
__---_ __ 

E-mail this report Erase and start over 
L-------__- _-..-A __ ._.. -. _ ,._.,..,. ., .___._ -_- ..,._....._ - . .._. . . 
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